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Q&D - Operations Offices Records Disposition Schedules - Washington 

and referred to 
responses 

correspondence from members of 

03/30/2007

report is

Close inactive records when report is
completed.

Destroy 3 years after file closure.

08/31/2008

related background 
b)

12/31/2012

Includes all records that document EPA's major policy 
decisions and program operational procedures originated 
within each program and regional office providing the 
mandates for overall and specific program direction and 
action. Records consist of official policy decisions, 
delegations of authority, memos that set policy or issue 
guidance, operating guidance, procedures manuals, other 
procedural materials, technical resource documents, 
regulatory interpretation and implementation documents, 
and mandates for action. These collections of materials may 
be in the form of a program directives system or a program 
compendium with finding aids and indexes.

12/31/2010

Close inactive records at end of 
congressional session.

Destroy 5 years after file closure.

when superseded 

Close inactive records when superseded 
or canceled.

Destroy 3 years after file closure.

upon issuance or 

Archives in 5 

Close inactive records upon issuance or 
publication or when superseded.

Transfer to the National Archives 5 years 
after file closure, with any related 
documentation and external finding aids, 
as specified in 36 CFR 1235.44-1235.50 
or standards applicable at the time.
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-term federal 
supplement 

Includes local emergencies occurring in or near EPA 
facilities (e.g., flooding due to a broken pipe) affecting the 
ability to conduct EPA business.

2/28/2011

Close inactive records upon decision to 
not publish or issue.

Destroy 10 years after file closure.

upon completion 

upon completion 

-1235.50 
time.

upon completion 

Close upon completion of all clean up 
and restoration activities.

Destroy 10 years after file closure.
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12/31/2010

02/01/2007

formerly used defense 
Sites 

of contaminated 

or state 

08/31/2007

upon settlement 

Close inactive records upon settlement 
or closing of case.

Transfer nonelectronic records to the 
National Archives 30 years after file 
closure.

Transfer electronic records to the 
National Archives 5 years after file 
closure, with any related 
documentation and external finding 
aids, as specified in 36 CFR 1235.44-
1235.50 or standards applicable at the 
time. Delete EPA reference copy 30 
years after file closure.

Dispose of in accordance with the 
approved Agency disposition 
instructions for the related records, or 
with the related FOIA request, 
whichever is later.

Close inactive records when EPA 
concurs with notification of no further 
action from Corps of Engineers.

Destroy 20 years after file closure.
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government agencies, universities, non-profit 
organizations, Tribes, and other institutions to which 
EPA is a party, and that support EPA's environmental 
programs (other than Superfund site-specific, and 
waste water construction and state revolving fund 
grants). Specific types of agreements include 
assistance agreements, grants, cooperative 
agreements, interagency agreements, agreements for 
"guest" workers, and other types of program support 
agreements administered by headquarters or EPA 
regions and that provide for research, demonstration 
projects, training, fellowships, investigation, surveys, 
studies, or other types of program support activities.

Also includes supporting documentation. Specific types 
of records include, but are not limited to, 
documentation of significant actions and decisions 
relating to and supporting the award of agreements, 
documentation of actions and decisions relating to the 
competition of agreements, announcements and 
solicitations of funding opportunities, justifications, 
requests and justifications for the non-competitive 
award of agreements, cost estimates, scopes of work, 
correspondence, applications, pre-award reviews, 
funding decisions, award documentation, 
documentation relating to the evaluation of proposals 
and applications, conflict of interest documentation, 
transmittal correspondence, agreements, agreement 
oversight activities, non-compliance documentation, 
dispute documentation, audit records, closeout 
documentation for completed agreements; and reports 
and evaluations resulting from agreements.

Excludes: Final products and deliverables (EPA 258), 
Superfund site-specific grants and agreements (EPA 
001), and waste water construction and state revolving 
fund grants (EPA 232). 

7/31/2010

functions for which the office 
the office 

including budget papers; day-to-
including 

utilities. They may include 
reports 

and other materials that 
programs 

organization, staffing and 
separately. 

BUDG 596)

1/31/2009

records related to the development of environmental 
and administrative policies and programs. Records 

N1-412-06-29 

Destroy 10 years after file closure.

Destroy when 2 years old.

Close inactive records at the end of 
the activity, project, or topic.
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of 

attendance 

organization 

12/31/2009

Consists of site-specific records relating to activities 
conducted at remedial sites by EPA and non-EPA lead 
entities (e.g., PRP, state, federal facilities, other). 
Includes:

Pre-record of decision (ROD) records - Examples of 
specific documents include correspondence and 
memoranda, quality assurance project plans (QAPPs), 
endangerment assessment, risk assessment, health 
and safety plans, potentially responsible party (PRP) 
searches and investigations, projects operations 
plans (POPs), remedial investigation (RI) reports, 
feasibility study (FS) reports, proposed plans for 
selected remedial action, and applicable or relevant 
and appropriate requirements (ARARs), congressional 
inquiries, community relations plans and other site-
specific public awareness records. Also includes a 
headquarters pre-ROD review package, including site
-specific review requirement and review.

Post-ROD records - Examples of specific documents 
include correspondence and memoranda, the ROD, 
state concurrence letters, ROD delegation 
documents, responsiveness summaries, work 
assignments, progress reports, and other documents 
related to the remedial design and remedial action 
phases.

Operation and Maintenance (O and M) records -
Examples of specific documents related to long-term 
treatment measures needed to achieve cleanup 
objectives include correspondence and memoranda, 
operation and maintenance plans, monitoring 

12/31/2010

at the end of 

Archives 5 

external 

standards 

Close file upon transfer to the 
National Archives.

Delete after electronic record copy is 
successfully transferred to the 
National Archives.

Close inactive records at end of 
calendar year.

Destroy 5 years after file closure.

Close inactive records at issuance of 
ROD for the site or operable unit and 
appropriate milestones thereafter.

Transfer nonelectronic records to the 
National Archives 30 years after file 
closure.

Transfer electronic records to the 
National Archives 5 years after file 
closure, with any related 
documentation and external finding 
aids, in a format as specified in 36 
CFR 1235.44-1235.50 or standards 
applicable at the time. Delete EPA 
reference copy 30 years after file 
closure.
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purchases, and 

7/31/2010

Contains records that document the process for 
authorizing operation of a program by states and 
other entities in lieu of a federal program. Types of 
records include the application with background and 
supporting documentation, correspondence, copies 
of statutes and regulations, interim authorizations, 
and documentation of public participation activities. 
Also includes documents relating to EPA's review, 
evaluation, and determination of the program, 

1/31/2011

upon 

Close inactive records upon 
transfer.

Destroy 5 years after file closure.

at end of year 

Close inactive records at end of year 
or after new authorization is signed.
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actions.

03/30/2007

02/01/2007

Contains forms for payroll processing and 
preparation, including time and attendance 
records upon which leave input data is based, 
such as time or sign-in sheets; timekeeper 
signature cards (EPA 2560-1), time cards (EPA 
2565-1); leave and earnings statements (EPA 
2560-25); payroll error notice (EPA 2560-2); 
flexitime records; leave applications for jury and 
military duty; authorized premium pay or 
overtime, maintained at duty post, and related 
documents upon which leave input data is based.

279.

6/30/2012

interstate agency 

and decisions, 

-award reviews, 
documentation, 

02/14/2007

Close file upon transfer to the 
National Archives.

Delete after electronic record copy 
is successfully transferred to the 
National Archives.

Close inactive records at end of 
year.

Destroy 10 years after file closure.

when 

Close inactive records at the end of 
the month.

Destroy 6 months after file closure.

Close inactive records at end of 
pay period.

Destroy 1 year after file closure.

Close inactive records upon 
closeout of the agreement.

Destroy 20 years after file closure.
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2/28/2011

-

records in 44 U.S.C. 

Records: Technical Reference 

Preservation, 

02/12/2007

at end of 

at end of 

specified 

time.

transferred to 

Close inactive records at end of 
year.

Destroy 10 years after file 
closure.

Close when obsolete, superseded 
or no longer needed for reference.

Destroy immediately after file 
closure.
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